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RECORDS RETENTION AND DISPOSAL SCHEDULE

AGENCY:

Office of Central Services " DIVISION:

Risk Management

Item No.

Description

Retention

1. General Correspondence

SUPERCEDES SCHEDULE C-906 dated 11/9/99

3. Special Accounting Records
Audit reports (internal and external, financial or program).

A

B.

Original incoming letters, copies of cutgoing letters,

memoranda, studies, staff-meeting minutes, reports,
directives, policies and other material related to the

administration of the division.

General Accounting Records

Records, our office copies of commitments, direct payments,
purchase orders, requisitions, and goods received
memoranda, travel and expense reports, mileage reports,
cash receipts and tuition reimbursements.

Personnel Files
Files contain information on current and past employees.

Files may contain, but are not limited to copies of
employment applications, annual performance reviews,
reprimands and diseiplinary actions, awards, doctor slips,
accident reports, resumes, etc.

Reclassifications

Retain for 1 year, then screen
annually and destroy any material
no longer needed for current
business with the following
exception: Transfer to the Maryland
State Archive for permanent
retention any material that serves
to document the origin,
development, and accomplishments
of the office and has continuing
administrative, fiscal, legal, or
historical value

Retain for four (4) years then
destroy.

Retain for (4) years, then transfer to
the Maryland State Archives.

Retain for three (3) years after
termination then destroy.

Retain for three (3) years after
reclassification decision is rendered
then destroy.

Schedule Approved by Agency or Division Representative Schedule Approved by
U State Archivist
affr e ey -
Date Signature

Schedule Approved by Records Management Officer
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. Schedule No.
N\ANNE OFFICE OF CENTRAL SERVICES 1390
ARUNDEL
COUNTY Records Management Division Page No,
MARYLAND 2 | of | 4
RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)
AGENCY: Office of Central Services DIVISION: Risk Management
Item No. Description Retention
5. Interviews Retain for three (3) years then

Files contain completed questionnaires, resumes, position
announcement, interview schedule and interview questions.

Payroll

A. Time sheets and leave request forms
B. Leave Reports

C. Payroll Registers

Safety
Records related to the safety risk management functions of

the division under the following subject titles.

A.  Safety General — Correspondence information, research
or special programs, procedures and policies.

B. Inspections, Complaints and Investigation Files — Files
contain case history of safety inspections and
investigations conducted as well as complaints handled.

destroy.

Retain for three (3) years then
destroy.

Retain for sixty (60) days then
destroy.

Retain for two (2) pay periods then
destroy.

Retain for one (1) year, then screen
annually and destroy any material
no longer needed for current
business with the following
exception: Transfer to the Maryland
State Archive for permanent
retention any material that serves
to document the origin,
development, and accomplishments
of the office and has continuing
administrative, fiscal, legal, or
historical value. If material is
scanned, all scans must be done in
accordance with Maryland State
Archives standards and paper will
be destroyed and images will follow
the above retention requirements.

Retain for three (3) years, then
screen annually and destroy any
material no longer needed for
current business.
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ANNE
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MARYLAND

OFFICE OF CENTRAL SERVICES | 130
Records Manageﬁent Division Page No.
3 Jor| 4

RECORDS RETENTION AND DISP‘OSAL SCHEDULE

(Continuation Sheet)
AGENCY: Office of Central Services DIVISION: Risk Management
Item No. Description Retention

C. Hazardous and Toxic Substances Files (Maryland Retain for forty (40} years then
Cccupational Safety and Health — MOSH) - Files contain | destroy.
information concerning manufacturers Safety Data
“Sheets (SDS), employers generated chemical lists with
SDS attached and information distributed to employees
to make them aware of where chemicals are used and
protection to be used when working with these
chemicals.

D. Occupational Safety and Health Administration (OSHA) | Retain OSHA records for five (5)
Files contain information on safety violations, personal years then destroy.
injury, and general safety for Bureau of Labor Statistics
(State and Federal agencies).

E. Maryland Occupational Safety Health Files (MOSH) Retain MOSH records for three (3)
contain information on safety violations, personal injury, | years then destroy.
and general safety for Bureau of Labor Statistics (State :
and Federal agencies).

F. Training Files — Files contain attendance recofds, course | Retain files for three years from
descriptions and dates given. ' class date then destroy.

8. Self-Insurance Fund

Records related to the self-insuring functions of the division
under the following subject titles

A.

Self-Insurance Fund Committee — Consists of required
Self-Insurance Fund Committee meetings, minutes and
related supporting legal, policy, directives and general
correspondence. :

B. Workers' Compensation Files

Open & active Workers’ Compensation claim files

Closed Workers’ Combensation claim files

Permanent. Retain for 50 years,

.| then transfer to the Maryland

States Archives for permanent
retention. If scanned, scan paper in
accordance with Maryland State
Archives standards, destroy paper .
and transfer images to the
Maryland State Archives.

Retain until file can be placed in -
closed files.

Retain for forty (40) years then
destroy. '
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MARYLAND

'| Schedule No.
OFFICE OF CENTRAL SERVICES .1399
Records Management Division Page No.
4 i of | 4

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)
AGENCY: Office of Central Services DIVISION: Risk Management
Item No. Description Retention

C. General Liability Files

Open and active Liability claims against the Self-
Insurance Fund other than auto.

Closed General Liability files

D. Automobile Liability and Comprehensive/Collision Files

Open and active vehicle liability, collision or
comprehensive claims

Closed Auto files

E. Miscellaneous Claims — Contains claims against the
County that are not contained in 7.C & D.

Litigation Hold: When litigation of a particular matter
commences, or is reasonably anticipated, the Office of
Law will institute a litigation hold to persons involved
in the case. The litigation hold is a memorandum
directing that information relevant to the litigation,
including electronically stored information, must be
preserved and not destroyed. The details of what is
required will be addressed in the litigation hold
memorandum. It is imperative that all recipients
adhere to the directions of the litigation hold, even if it
is contrary to the directives of this retention policy.
Questions regarding how to adhere to the instructions
in the litigation hold can be addressed with the Office
of Law and/or Office of Information Technology. The
Office of Law will notify individuals when they are no
longer subject to the litigation hold.

Retain until file can be placed in
closed files,

Retain for five {b) years then
destroy. If minor involved, retain for
5 years past 18 birthday, then
destroy.

Retain until file can be placed in
closed files.

Retain for five (B) years then
destroy. If minor involved, retain for
5 years past 18" hirthday, then
destroy.

Maintain for five (5) years after
occurrence date then destroy.

DGS 550-2 (AAC)




Instructions -Type or Print a separate form for
each new or revised record series, Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECCRDS MANAGEMENT DIVISION
7275 Waterlioo Road, P.O. Box 275

Jessup, Maryland 20794
410-T05-1930

PAGEJ_ OF a O

1. Department/Agency
Central Services/Risk Management

2. Division 3. Unit

Insurance

purposes.

DEFINITION: RECORD SERIES: A group of related records nomally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title
General Correspondence

5. Earliest Year/Lalesl Year
2016t Present

8. Record Series Description {Briefly describe the types of Infarmation/documentsfforms found in the series. Include the purpose or function of the
seties.) Original incoming letters, copies of outgoing letters, memoranda, studies, staff meeting minutes, reports, directives, policies and other
material related to the administration of the division.

7. Record Series Formai(s)  List ell 8. Revord Series Sequence " 9, Volume
2
u/l.eﬂar Size  [J Microfilm mrphabaucal Number
[ tegatsize  [J Computer Tape [T Numerical T Fie Drawers)
O Microfim Real(s)
[0 Audio Taps ] Floppy Disk O chronslogical 0 computer Tepe(s)
[ Other (spacity)
[] 8ound Beak [ Video Tape O Geographical
- 1D. Annual Accurnulation
O other (epecify)_______ [ Other (epecity) 1
Number
[A¥ile Drawar(s)
O Microfiim Reet{s)
[1 camputer Tapets)
[ other (specity)
11. Flle Is Used 12. File Becomes Inaclive After
]
O oalty [ weskly D/Monwy [ Annwally Number Omeatnsy B vearts)

13. Current Locatian(s}
2660 Rive Road, 3 Floor

{Bldg., Floor, Room)

14. is Recoms Series Duplicated Elsawh

Byes [Mho

? (i yos, spocly agency or office.)

15, Access Rastrictions (If Yes, cite Law(s) & Regulation(s)
{3 vea No

16. Audit Requirements

[E’Nana [ state [ Fedaral [ independent

17. |8 an Index Sys used? If yas, explain briefly end describe raquiraments
O ves No

18. Recommended Retention

Retain for 1 year, then screen annually and dastroy any malerial no
longer needed for current business with the following exceptlion;
Transfer to the Maryiand State Archive for permanent retention any
material that serves to document the origin, development, and
accomplishments of the office and has continuing administrative, fiscal,
legal, or historical value.

19. Name and Title of Preparer
Halen Cosner, QSA Il

20. Telephone Number | 21. Dale

410-222-7630 orr2on7

DGS 550-4 (Rev. 1/93)




Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Reeords Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-T80-1930

1. Department/Agency
Central Services/Risk Management

2. Division 3. Unit

Insurance

PAGE _&_OF Q o

purposes.

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit far reference as well as relention and disposition

4, Record Series Title
General Accounting Records

5. Earliest Year/Latest Year
20140 Present

expense reports, mileage reporis, cash receipts and tuition reimbursements.

6. Recard Series Description (Briefly describe the types of information/documentsfforms found in the serfes. include the purpose or function of the
series.) Records, our office copies of commitments, direct payments, purchase orders, requisitions, and goods recelved memoranda, travel and

7. Record Serias Format(s)  List all * 8. Record Series Sequence 9. Volume
_ 4
Letter Siza [ Microfilm ﬁNphahaﬁcal Number
O vregaisze [ Computer Tape [ Numerical Mﬂla Drawer(s)
[ Microfim Reel(s)
[JAudioTape [J Floppy Disk EZ(cnronnmgmar O Computer Tape(s)
[ other (spectty)
[3 Bound 8ook [ Video Tape [ Geagraphical
10. Annual Accumutation
[ other (specity) O other (specty) 1 /2,
Number
E’Ftla Drawar(s)
[ Microfitm Raet(s)
[0 computer Tapota)
O other (specify),
11. Flle Is Used 12. File Becomas Inactive Afer
. .
[ paity [ weekdy dMDmhly 0 Annualty Number [ Monthis) E’Yﬂaﬂs}

13. Current Location{s)
2660 Riva Raad, 37 Floor

{Bldg., Floor, Room)

[ ves

14, Is Record Serles Duplicated Elsewhere?  (If yos, specily agency of ofice.)

dNo

16. Accass Restricligns (If Yes, cito Law(s) & Regulation(s)
[ ves d No

16. Audit Requiraments

hAdnone [Jstate (T Federal [ independent

17. Is an Indax Syspm used? If yas, explaln briefly and describe requirements
O ves Ho

18. Recommended Retention
Retain for four (4) years then destroy.

19. Name and Title of Preparer
Helen Cosner, OSA Il

20. Telephone Number
410-222-T630

21, Date
2017

LGS §50-4 (Rev. 1793)




INSTRUCTIONS — TYPE OR PRINT A DEPARTMENT OF GENERAL SERVICES | ELECTRONIC RECORDS INVENTORY
SEPARATE FORM FOR EACH NEW/REVISED | RECORDS MANAGEMENT DIVISION :
ELECTRONIC RECORD SERIES. FORWARD 7275 WATERLOO ROAD, P.O. BOX 276 |
WIH . . JESSUP, MARYLAND 20794 % a O
RECORDS RETENTION SCHEDULE (DGS (410) 799-1830 Page of
550-1)
COMAR 14.18.02
1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT
Central Services /Risk Management Insurance
DEFINITION ~ Record Series - A group of related records stored electronically and used as a unit for reference as well as retention
and disposition purposes
4 ELECTRONIC RECORD SERIES TITLE 5 EARLIEST YEAR/LATEST YEAR
General Accounting Records
2013 TO __ Present
6 INPUT - identify source of information to be entered 7 OUTPUT - Identify the use/s of information generated by system
Financial information Reconcile of credit card statements, receipts, purchases, and
travel and mileage reports.

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms
Contained in a series. Include purpose and function of the system.

Commitments, direct payments, purchase orders, travel and expense reports, mileage reports and cash receipts.

9 POLICY ON ACCESS AND USE — Explain or attach copy if established in writing.
Accessed by Risk Management personnel

10 UPDATING CYCLES OR CONDITIONS AND R-ULES FOR REVISING INFORMATION IN THE SYSTEM

Update as needed.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the-progression established to
Ensure the record's retention and usability throughout the record’s authorized life cycle.

Stored on our network - J Drive

12 RECOMMENDED RETENTION

4 years then destroy

13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER 15 DATE
PREPARER 410-222-7633 72017

Helen Cosner

16 TITLE OF PREPARER

O3All

DGS 550-5 (rev. 10/12}




INSTRUCTIONS — Type or print a
separate form for each new/revised

| electronic record series. Forward with
Records Retention Schedule {(DGS 550-1)
COMAR 14.18.02

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794

© {410) 799-1930

ELECTRONIC RECORDS INVENTORY

3A 20
Page of

1 DEPARTMENT/AGENCY
Central Services/Risk Management

2 DIVISION
Insurance

3 UNIT

DEFINITION - Record Series -

and disposition purposes

A group of related records stored electronically and used as a unit for reference as well as retention

4 ELECTRONIC RECORD SERIES TITLE

Special Accounting Records

5 EARLIEST YEAR/LATEST YEAR

2015 Present

6 INPUT - Identify source of information to be entered

Audit reports

7 OUTPUT - Identify the use/s of information generated by system
Evaluate financial or program processes

8 ELECTRONIC RECORD SERIES DESCRIPTION -

Briefly describe the information/documents/forms

contained in a series. Include purpose and function of the system.
. Audit reports {internal and external, financial or program)

9 POLICY ON ACCESS AND USE — Explain or attach copy if established in writing.

Information will be kept as view only on shared drive.

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

Update when audit report is complete. information will not be revised; amendments or addenda can be added

" to ensure thorough documentation.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record’s retention and usability throughout the record’s authorized life cycle.

Stored on network - shared J Drive

12 RECOMMENDED RETENTION
4 years then destroy

13 TYPED OR PRINTED NAME OF
PREPARER

Nicole Liening

14 TELEPHONE NUMBER
410-222-1591 '

15 DATE
4/10/2019

16 TITLE OF PREPARER
Manager, Safety and Insurance

DGS 550-6 (rev. 10/12)




instructions ~Typs or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-769-1930

AGENCY RECORDS INVENTORY

chsi oF _80_

1. Department/Agency
Central Services/Risk Management

2, Division
Insurance

3. Unit

ourposes.

DEFINITION: RECORD SERIES: A group of related records normally Tled and used as a unil for relerence as well as retention and dispaosition

4A. Record Series Title
Personnel Files qA

5. Earliest Year/Latest Year

2012 to Present

awards, doctor slips, accident reporis, resumes, ete.

6. Record Series Description (Briefly describe the types of information/documentsiforms found in the series. Include the purposs or function of the
series.) Files may contain, but are not limited to coples of employment applications, annual performance reviews, reprimands and disciplinary actions,

7. Record Saries Format{s) Listal
Lottar Size 1 Microfiim

O wegarsize [ Computer Tepe
[ Autlo Tape [T Fioppy Olsk

[ Bound Boox  [J Video Tape

O othor (speetty),

8. Record Series Sequence

BA/rphsbaﬁeaI

[ Numerical

Monological

3 Geographical

[ other (specify) ..

8. Volume
4

Number

File Drawer(s)
3 Microfilm Reel(s)
3 computer Tapets)

O Othor {speify)

10. Annual Accumulstion

4

umbar

File Drawer(s)
O Microfim Reelts)
[0 computer Tape(s)
[ other (specify)

11. File is Used

0 weakiy m/Monlhry O Annuaty

O pary

3
Number

12. Fils Becomes Inaciive After

O Menth(s) E(aan(s)

13. Current Lotation(s)
2660 Riva Road, 3 Floor

(Bldg., Fioor, Roam)

] Yes

'No

14. Is Record Series Duplicated Elsewhere? (If yes, specity agency or office.)

15, Accass Rastrictions (If Yes, cite Law(s) & Regulation(s)
Oves Jl:o

16. Audil Requirements

[@hone []stats [ Federal [ independent

17, 1s an Indlex S)?(ﬁsad? If yes, explain briefly and describe requirements
N

[ ves

o

18. Recommended Retention

Retain for three (3) years after termination then destroy.

19. Name and Tille of Preparer
Helen Cosner, OSA I

20. Telephone Number
410-222-7630

21. Date
7120117

DGS 550+ (Rev. 118S)




Instructions —Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

AGENCY RECORDS INVENTORY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-789-1930

PAGE 5 QF go

1. Department/Agency
Central Services/Risk Management

2. Division 3. Unit

Insurance

puUrposes.

DEFINITION: RECORD SERIES: A group of refated records normnally filed and used as a unit for feference as wel as retention and disposition

4B. Record Series Title
Personnel Files - Reclassifications L]’B

201410 Present

5. Earliest Year/l_atest Year

6. Record Series Description (Briefly describe the types of information/documentsforms found in the series. Inciude the purpose or function of the
series.) Files may contain, but are not limited o copies of employment applications, annual performance reviews, reprimands and disciplinary actions,
awards, doctor slips, accident reports, resumes, efe,

7. Record Serles Format(s)  List ell

Béar Size [ Microfien

8. Recond Series Sequence 9. Volume
|
mabeﬂcal Numbar

Efﬂle Drawer(s)

[OJiegaisize [ Computer Tape [] Mumerical
[ Microfilm Resi(s)
7 Audio Tape [ Floppy Disk D&nmlnglml [ Computer Tapa(s)
[ Other {spocity).
[ Bound Book  [] Video Tape [ Geographical
10. Annual Accumulatian
O Gther {spacity) [ other (specify} 1
Number
file Craweris)
[ Microfim Resl(s)
[ Cotrputer Tapais)
m/other {specily) FlLE. FO LOER,
11. File is Used 12. File Becomes Inactive After
‘ 2
3 oaly 3 weakty Wmly [ annuaty Number O monthisy [ vemisy

13. Currant Lacatian(s)
2660 Riva Road, 3 Fleor

{Bldg., Flgor, Rocm)

3 vee

14. Is Record Seres Duplicated Elsewhere? (f yes, spacify agency or office.)

15. Access RestrictiongAif Yes, dte Law(s} & Regulation(g) -
[ Yes No

18, Audit Requiremenis

@Cons [QState [JFederal T independont

[ yes

17. Is an Index s;g?(sed? If yes, explain briefly and describe requirements
No

18. Recommended Retention

Retain for three (3) years after decision is rendered then destroy.

19. Name and Title of Preparer
Helen Cosner, OSA N

20. Tetephone Number | 21. Date
410-222-7630

7120117

DGS 550-4 (Rev, 1/83)




Instructions ~Type or Print a separate form for
each new or revised record series. Forward

DEPARTMENT OF GENERAL SERVICES | AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 PAGE I oF ‘aQ
Jessup, Maryland 20794
410-788-1830
1. Department/Agency 2. Division 3. Unit
Central Services/Risk Management Insurance

purposes.

OEFINITION: RECORD SERIES: A group of related recards normally filed and used as a unit for reference as well as retention and disposition

4. Record Series Title Self insurance Fund
Interviews

5. Earliest Year/Latest Year
2013 to Present

6. Record Series Description (Briefly describe the types of information/documentsfforms found in the series. include the purpose or function of the
series.} Files contain completed questionnaires, resumes, position announcement, interview schedule and interview questions

7. Record Series Format{s} List all
[Ar size  [] Microfim
[ tegalsize [ Computer Taps

[ Audio Tepe [ Floppy Disk

8. Recard Serles Sequance 9. Voluma
N
B{!phabeﬁcal Numbar

Mmeﬁcal % Orawer(s)

] Microfilm Reet(s)

[ chronotogical [J Computer Tapeis}

[ ciher {specify)________

[ Bound Boek ] Video Tapa {0 Geographicat
10, Annual Accumulation
() Gther (specty) [ other (specify) 1
Number
_;_ Fila Drawar(s)
O Mierofim Resl(s)
[ computer Tape(s)
[ Other {spocity) Fle QL-DE&
11. Flle |s Used 12. File Becomes Inactive After
—3
O palty [ weekty Wﬂy [ Annuatly Number [ Monthis) Year(s)

13, Current Locaton(s}  (Bldg., Floor, Room)
2660 Riva Road, 3" Floor

4. Is Recorg Serles Duplicated Ekewhere? {Ifyos, specify agency ar offica.)
o

O ves

16. Accesa Restrictions [ Yes, cite Law(s) & Regulation(s}
IJ‘O

{3 Yes

16. Audit Requirements

one ] State [ Federat [J Independent

17, Is an Index System ysed? If yes, eaplain briefly and d
O ves D{s

requirements 18. Recommended Retention

Retain for three (3) years then destroy

19, Name and Title of Preparer
Helen Cosner, OSA Il

2(). Telephone Number | 21. Date
410-222-7630 )
- Ti20117

UGS 550-4 (Rev. 1/83)




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Reconds Retention Scheduwle (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 " 20
PAGE OF
Jessup, Maryland 20794
410-785-1830
1. DepértmentlAgency 2. Division 3. Unit
Central Services/Risk Managemant Insurance

DEFINITION: RECORD SERJES: A group of related records normally filed and used as a unit for relerence as well as retention and disposition
purposes. ) ] .

4. Record Series Title §. Earllest Year/Latest Year
Payroll EA 2014-to Present

6. Record Series Description {Briefiy describe the types of information/documentsfforms found in the series. Include the purpase or function of the

series.) A. Time sheets and leave request forms

7. Recard Senas Format(s) Listal B, Record Series Sequence 2 Volume
Z
%’r size [] Microfilm [ﬂﬁp-habeibal Number
Ctegaisize [ Computer Tape I Numaorical Me Drawar(s)
B/‘ [ Microfilm Rasl{s)
[T AvdioTape [ Floppy Disk Chranalogical O computar Tapais)
D cther(specty)
[ Bound Bock  [J video Tape [ Geographical
10. Annual Accumulation
[ other (specity)_________ [ other (specify) 1f2.
mber
mle Drawar(s)
[ Microfilm Reelis)
3 camputer Taps(s}
[J Other (specty) - __ .
11, Filo is Used ] 12, Flie Becomes Inactive After
3
[ pany wkly [ Moenthy O Annually Number O monthis) HYaar(s)
13. Cumrent Lacation(s)  {Bldg., Floor, Roam} 14. Is Record Serles Duplicated Elsewhere? {If yes, specify agency or office.)
2650 Riva Road, 3" Floor [ Yes = )
15. Accoss Restrictions (Hf Yes, elte Law{s) & Requlation(s), 18. Audit Requirements
[ ves EM@(
[#fone [JState [JFederal [ indopendent
17. 1s an Index ngu%sed? If yes, explain briefly and desaibie requirements 18. Recommended Retention
] ves No .
Retain for three (3) years then destroy.
" 19. Name and Title of Preparer 20. Telephone Number | 21, Date
Helen Cosner, OSA I 410-222-7630
7120117

OGS 550+ (Rev. 1/53)



Instructions ~Type or Print a separate form for
each new or revised record series. Forward
with Retords Reténtion Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Marytand 20734

PAGE % OF ao

410-789-1830
1. Department/Agency 2. Division 3. Unit
Central Services/Risk Management Insurance
DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition
purposes. .
4. Record Series Title 5. Earligst Year/Latest Year
Payrol b8 2018 1o Present

series.) B. Leave Reports

6. Record Series Description (Briefly describe the types of information/documentsfiorms found in the series. Include the purpose or function of the

7. Record Serips Format(s} List all

Iﬂﬁm gize [J Microfim

8. Valume
1
Number

Bﬁe Drawer(s)

8. Record Series Sequenca

mmw

3 oaily %y

[ Monthiy

[ Annually

2

;lumber ] Monthis}

[ Legatsize [} Computer Tape 3 Numertcal
" O Micrafiim Reelis)

[ AudioTepe [ Flappy Disk B(mndogieal [0 camputer Tape(s)

[ other(specity)
(O Bound Book [] Video Tape [ Geopraphical .

10. Annual Accumutation
[ Other (specify). O] Other (spesity) 1

Number

(] Fie Orewerts) -

0 Microfim Reel(s)

0O putar Tapais)

I‘_’g:ar (specty) Falders
11. File Is Used 12 Fito Bacomes Inactive After

[ Yearis)

13. Currant Location(s)  {Bldg., Floor, Room)

2660 Riva Read, 3 Floor

14. Is Record Series Duplicited Elsewhere?
O ves o

(i yes, specify agency of office.}

15. Access Restrctiong{if Yes, cito Law(s) & Regutation(s)
[ Yes No .

16. Augt Requirements

B{ona Osate [ Federat [J Independent

17. Iz an index Syste,
[ Yes No

used? If yes, explain briefy and describo requirements

18. Recommended Retention

Retain for sixty (60) days then destroy,

19. Name and Title of Preparer
Helen Cosner, OSA i

20, Telephone Number | 21, Date
410-222-7630

712017

DGS $50-4 (Rev. 1493)




Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule {DGS 550-1}

DEPARTMENT COF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
.7275 Waterlpoc Road, P.O. Box 275

Jessup, Maryland 20794
41{-799-1830

AGENCY RECORDS INVENTORY

PAGE i OF ao

1. Department/Agency
Central Services/Risk Management

2. Dlvision
Insurance

3. Unit

“DEFINITION: RECORD SERIES: A group of related records normally flled and used as a unil for reference as well as retention and disposition

pUIPOSES,
" 4. Record Serles Title 5. Earliest Year/Latest Year
Payroll Q, C 201%to Present

serles.) C. Payroll Registers

' 6. Record Series Description {Briefly describe the types of information/documentsfforms found in the series. Include the purpose or function of the

8. Record Serles Sequence

7. Record Serles Format{s} Listall 9. Valume
1
mdm size {7 Microfim [ Aiphabaticat Number
[ legaisize [ Computer Tape [ Mumerical B3l Drawer(s)
) ] Microfitm Reols}
O audio Tape  [] Ftappy Disk Chrenologlcal {7 computer Tagals)
O Cther thpectiy) .
[ BoundBack ] Video Tape [ Geogmphical
10. Annuml Accumulation
[Q Giher {specity) [ Other (specify) 1
’ Number
[[] Fite Orawasts)
[3 Microfilm Reelfs}
] Computer Tape(s)
kA Other (spacity} Foider
11. File is Used 12. Fila Becomes Inactive After
2
[ paiy ] weeky m{omhly [ annually Number [Masanis} £ Yearts)

13. Currant Location(s)
2680 Riva Road, 3% Floor

(Blda,, Floor, Roarm)

14. |s Record Series Duplicated Elsewhera? {If yes, specify apency or office.)

0 Yes

[+]

15. Access Restrictions (If Yes, cite Law(s) & Regulation(s)
O ves 2o

18. Audit Requirements

E’GIB O state [ Federal [ tndependent

17. Is en Index System ysed? If yes, explain briefly and describe requiremants
Q

[ Yes

18. Recommended Retention

Retain for two (2) pay periods then destroy.

19. Name and Title of Preparer
Helen Cosner, OSA 1l

20. Telephone Number
410-222-7630

21. Date

712017

DGS 5504 (Rev, 1/B3)




Instructions —Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.Q. Box 275

Jessup, Maryland 20794
410-793-1830

AGENCY RECORDS INVENTORY

PAGE_‘_.a_ OF 30

1. Department/Agency
Central Services/Risk Management

2. Division 3. Unit

Safety

I DEFINITION: RECORD SERIES: A group of reiated records normally filed and Used as a umil for reference as weil as retention and disposition

pUIrposes.
4. Record Series Title Safety 5. Eadiest Year/Latest Year
A. Safety General TA 1877  to Present

6. Record Series Description (Briefly describe the types of informationfdocumentsfforms found in the series. Include the purpose or function of the
series.) Recards related to the safety risk management functions of the division under the following subject titles: Safsty General — Comrespondence
information, rasearch, or special programs, procedures and policies.

7. Record Series Formal(s) List all 8. Record Seres Segquence 9. Valume
2
[ﬂﬁner ske [] Micrefilm Eam/pmamn Number
O Legaisize  J Computer Taps [ Numeticat Eﬁle Drewsi(s)
7 Microfim Reells)
[ Audio Tape [ Floppy bisk ] Ghronoingical [ Computer Tapa(s)
] Other (spacity)
[ sound Bock [ Video Tape [ Geographical
10, Annwal Acoumisgtion
[ Other (specity) [ Cther (specify) ______ 1
Number
E’ﬁle Draweri{s)
[ Microfim Reelts)
O computar Tape(s)
1 other (specify)
11./Flie is Used 12. Flie Becomas inactive After
1
Cloaly ] weskly %unmly [ Annuaty Number OIMorthisy  [AYonris)

13. Current Location{s}
2860 Riva Road, 31 Floor

{Bldg., Flear, Ronm)

14. Is Record Saries Duplicated Elsewhere? (If yes, spacify agency or office.)
[ ves E/No

15. Acgass Restrictions-(H Yes, dte Law(s) & Regulation{s)
Ove o

16. Audit Requirements

E’Nona [ state [ rFederal [ Indepéndent

17. | an Index Systgm used? If yes, expiain briefly and describe requiremenis
O ves J::o

18. Recommended Retenlion

Retain for one (1) year, then screen annually and destroy any material no longer
nesded for cument business with the following exception: Transfer to the Mandand
State Archive for permanent retentlon any material thal serves to document the
origin, development, and accomplishments of the office and has continuing
administrative, fiscal, legal, or historical vatue, If material is scanned, all scans
must be done in accordance with Maryland Stale Archives standards and paper
will ba destroyed and images will follow the above rgtention requirements.

19. Name and Title of Preparer
Helen Cosner, OSA Il

20. Telephone Number | 21. Date
410-222-7630

712017

N

DGS 5504 (Rev. 1/83)




Instructions ~Type or Print 8 separate form for
each new or revised record series, Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT CF GENERAL SERVICES
RECCRDS MANAGEMENT DIVISION
7275 Walerloo Road, P.O. Box 275

Jessup, Maryland 20794

410-788-1830

AGENCY RECORDS INVENTORY

PAGEL OF ao

1. Department/Agency

Central Services/Risk Management Safety

2. Division

3. Unit

pU!’DOSBS.

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as relention and disposition

4. Record Series Title Safety
B. inspections, Complaints and investigation Files 7ﬂ

5. Eariest Year/Latest Year
2013 to Present

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the
series.) Files contain case history of safety inspections and investigations conducted as well as complaints handled.

7. Rotord Serins Format{s) Lisi all B. Record Saries Sequance 8. Volume
4
Déner giza [ Microfim m\iphahatical Number
[ tegaisze [ Computer Tape [ Numaricas . Bﬁ Drawer(s)
O sticrafilm Reel(s)
O audio Tape [ Floppy Disk O chronalogical 3 Computer Tapets)
[ Other {specity)
[0 Bound Book [ Vidaeo Tapa [ seographizal
\ 10. Annual Accumulation
[ Other (spectty) D other specity) 1
Number
D(lle Drawer(s)
[ Microfiim Reetls}
[0 computer Tape(s)
O otrer (spacity)
#1. File is Used 12. File Becomes Inactive After
3
{1 oaily 3 weony [D/Mnnmly O Annusny Numbsgr [ Menthis) mr(s)

13. Current Locatian(s}
2660 Riva Road, 3 Flesr

(Bidg., Floor, Room)

O Yes

44. 13 Record Serles Duplicated Elsewhere? (If yas, specify agency or office.)
s]

15. Access Rastrictions {if Yas, cite Law{s) & Regulation(s)
O ves w’:o

16. Auy.li‘: Requirements

[E{une O swte [JFederal [J independent

17. Is an lndex Systam used? If yes, explain briefly and describe requirements
Ove o

18. Recommended Retention
Retainfor three (3) years, then screen annuatly and destroy any
material no fonger needed for current business.

19. Name and Title of Preparer
Helen Cosner, O3A Il

20. Telephone Number
410-222-7630

21. Date

7720117

DGS 550-4 {Rev. 1/93)




or revised record series. Forward with Records
Retention Scheduale (DGS 550-1)

Instructions —Type or Print a separate form for each new

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterfoo Road, P.O. Box 275

Jessup, Maryland 20794

410-799-1930

AGENCY RECORDS INVENTORY

once VD o OO

1. Department/Agency
Central Services/Risk Management

2. Division
' Safety

3. Unit

DEFINITION: RECORD SERIES: A group of refated records normally filed and used as a unit fof reference as well as relénton and disposiion pUrpOSEs.

4. Record Series Title Safety

7C

C. Hazardous and Toxic Substances Files {Maryland Occupational Safety and Health - MOSH)

6. Earliest Year/Latest Year
1977 to Present

6. Record Series Dascription (Briefiy describe the types of information/documents/forms found in the series. Include the purpose or function of the series.) Files
contain information concerning manufacturers Safety Data Sheets (SDS), employers generated chemicat lists with SDS attached and information distributed to
employees to make them aware of whare chemicals are used and protection to be used whan warking with these chemicals,

7. Record Beries Format{s} Uist all 8. Record Sedes Sequanca 8. Volume
4
[jl.etm size ] Microfiim 3 ptatetical Number
[ Legalsize  [J Computer Tape [ Numerical Eﬁe Drawer(s)
' ] wicrofitm Reels)
[} Audio Tape ] Floppy Disk [ chranologicat [ Computer Tape(s)
Oother (specty)_____
[} Bound Boox ] Video Tape {0 Geographical
10. Annual Accumulation
[ other(specify)___ [ Other (spectty) 1
Number
[] File Drawer(s)
[ Micromim Reel(s)
[0 computer Tapets}
[Other (spectiy) Falder
. Filg is Used 12. File Becomes Inactiva After
ﬂ .
[ caity O weekly O Monthly Mnnuaﬂy Number [ Monthe} meada)

13, Current Location(s) {Bldg., Floor, Roam)

2660 Riva Road, 3 Floor

O ves

14. Is Record Series Duplicated Elsewhere? (W yes, spedify agency or office.}

[¥No

15. Access Restrictions (If Yes, cite Law(s) & Regulstion{e)
[ ves No

16. Audit Requirements

[@'None [JState [ Faderal [J Independent

i+

] ves

17. la an Index Syy used? If yes, explain briefly and describe requiremants
h

18, Recommended Retention
Retain for forty (40) years then destroy.

19. Name and Title of Preparer
Helen Cosner, OSA |l

20, Tetephone Number
410-222-7630

21. Date

712017

DGS 5504 (Rev. 1/83)




instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES
each new of revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterioo Road, P.O. Box 275

' Jessup, Maryland 20794

AGENCY RECORDS INVENTORY

410-799-1520

PAGE | a OF ae

Central Services/Risk Management Safety

1. Department/Agency ' 2. Division

3. Unit

purposes.

DEF_lNﬂ' TON: RECORD SERIES: A group of relateﬁ records normally filed and used as a unit for reference as well as retention and disposition
LY

4. Record Series Title Safaty 7D
D. Occupational Safety and Health Administration {OSHA)

2012 to Present

5. Earliest Year/Latest Year

6. Record Series Description (Briefly describe the types of informationidocuments/forms found in the series. Includs the purposs or function of the
series.) Files contain informatian on Safety Viclations, persanal injury, and general safety for Bureau of Labor Statistics (State and Federal agencies)

] paty ] weakly O Monthy [ Annualy

7. Record Serias Format({g) Llst all B. Record Series Sequence 8. Volume
8
[j’umar sze [ Microfitm mpmmical Number
O LegaiSize [ Computer Tepe [ numericai [A*ile Drawer(a)
[ Microfim Reel(s}
O Audio Tape [T Floppy Disk [0 chronotogical [0 Camputer Tapet(s)
' [ other {specay)
] &cund Boox [ Video Tape [] Gsographical
. 10. Annyal Accumulation
[ other (specify) O other (spacify} ... 1
Number
[FFile Drawerts)
[ Microfilm Reel(s)
[ Computar Tapais)
[ other (apecity)
11. File Is Used 12. Fila Becomes Inactive After

E]

;«‘umber [ Morithis) E’Year(s)

13. Current Locatton{s})  (Bldy., Floor, Room)
2680 Riva Raad, 3+ Floor

[ Yes B’No

14, 1s Record Series Duplicated Elsewhere? (ff yes, specify agency or office.)

15. Accass Rastrictions (if Yes, cite Law(s) & Regulation{s)

OvYes @No

16. Audi Regulrements

2Nane [Jstate [J Federal [ tndependent

17. Is an indax Systam used? if yes, explain briefly and describe requirements

O Yes 'Ne

18. Recommended Retention

Retain for five (5) years then destroy

49. Name and Title of Preparer
Helen Cosner, OSA Il

20. Telephone Number | 21. Date
410-222-7630
7120117

DGS 5504 {Rev. 1/93)




Instructions —Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule {DGS 650-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1830

PAGE_}&__ OF ao

1. Department/Agency
Central Services/Risk Management

2. Division 3. Unit

Safety

purposes.

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and dispositon

4. Record Series Title Safety
E. Maryland Occupational Safety Health (MOSH)

E 5. Earliest Year/Latest Year

2013 to Present

6. Recard Series Description (Briefly describe the types of information/documentsfforms found in the series. Include the purpose or function of the
series.} Files contain information on safety violalions, personal injury, and general safety for Bureau of Labor Statistics (State and Federal agencies)

7. Record Series Format(s) List &l 8. Recard Sarfes Sequence " 8 Volume
4
E{ Letier Size ] Microfilm ‘Alphabetical Number
[ iegaisize [ Computer Tape 0 Numericail [}Tlo Drawer(s)
O Microfitm Reel(s)
[J AudioTape [ Floppy Disk [ chronstogical O computer Taps(s}
Dl Other (apactty)
O eoundBook [ video Tape [ Geographical
10. Annual Accumuiation
O Cther (specity) D other (specttyy _____ 1
Number
['Fite Drawer(s}
[ Micrefilm Rael(s)
[C] Computer Tapets)
O Other (spectty)_________
1. File is Used 12. Fllp Becomes Inactive After
2
O pally O weekty O Menthyy Mnnually Number 3 Manthis) E/Yea:ls]

13. Current Location(s}
2680 Riva Road, 3 Floor

({Bldg., Fleor, Room}

3 ves e

14. Is Record Series Duplicated Elsewhare? ({If yes, speciy agency or offica.)

15, Access Restrictions [If Yes, cite Law(s) & Reguiation(s)

Oves [Glho

16. Audit Requiremmenis

[@None [ sState [J Federal [ Indepandent

[ ves o

17. Is an Index Systemn used? Hf yos, explain briefly end describe requirements

18. Recommended Retention

Retain for three (3) years then destroy .

19, Name and Title of Preparer
Helen Cosner, OSA I

20. Telephone Number | 21.Date
410-222-7630

N7

DGS 550-4 (Rev. 1/83)




Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterioo Road, P.O. Box 275

Jessup, Maryland 20794

410-768-1630

AGENCY RECORDS INVENTORY

FAGE_! 5 . OF ao

. 1. Departmenﬁ'Agency

Central Services/Risk Management Safety

2. Division

3. Unit

CEFINITION: RECORD SERIES: A group of related records normally filed and used as a unlt for reference as well as retention and disposttion.

pUPOSES. .
4. Record Series Tile Safety ~ F’ 5. Earliest Year/Latest Year
F. Training Files ) 1977 to Present

6. Record Series Description (Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the
series.) Files contain attendance records, course descriptions and dates given, ‘

2660 Riva Road, 3% Floor

7. Record Sarles Format(s) List efl 8. Recort Serins Sequence 9. Vaolume
121/ 1
Letter Size  [] Microfilm Alphabetical Number
O Legaisize [ Computer Tape [ Numerical gFile Drawet(s}
] Microfiim Reel(s)
[ Audic Tape [ Floppy Disk [ chronclogical 3 Computer Taps(s)
[[] Other (specify)
[0 Bound Book [ Viden Tape O Gocgraphicat
; 10. Annuat Accumulation
[ other (specify) O other (specify) 1
Number
3 Flle Draweris}
{3 ticrofilm Resl(s)
[ Computer Tape(s)
Crher {specify) Folder
11. Flle is Used 12. Flle Becomes inactive After
1
0 aily [ Weekty O Monthly Mnualw Numbar [ Monthis) ]3’\7&.(5)
13. Current Location(s)  (B1dg., Floor, Room) 14, Is Record Serles Duplicated Eisowhere? (If yes, specy agancy or office.)

[ ves

s

15. Access Restrictions (If Yes, cite Law(s} & Reguletion(s)

[ ves o

16. Audit Requiremenis

A'None [JSwmte [ Federat [ Indepandent

#7. 15 an Indax System used? If yes, exptaln briefly and describe requirements

Oves [MAno

18. Recommended Ratention

o, Lo oR-Blane-and-a

2o onger soades.or cumontbusiaass. 3

ol

19. Name and Title of Preparer
Helen Cosner, OSA Il

20. Telephone Number
410-222-7630

21. Date

72017

DGS 8504 (Rev. 1/83)



INSTRUCTIONS - Type or print a DEPARTMENT OF GENERAL SERVICES | ELECTRONIC RECORDS INVENTORY
separate form for each new/revised RECORDS MANAGEMENT DIVISION -
electronic record series. Forward with .7275 Waterloo Road, P.O. Box 275
Records Retention Schedule (DGS 550-1) Jessup, Maryland 20794
COMAR 14.1802 - (410) 799.1930 Page 16 of 20
1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT
Central Services/ Risk Management Insurance

DEFINITION - Record Series - A group of related records stored electrumcally and used as a unit for reference as well as retention
and disposition purposes

4 ELECTRONIC RECORD SERIES TITLE ' 5 EARLIEST YEAR/LATEST YEAR

gA
A Self Insurance Fund Committee 1977 TO Present
6 INPUT - Identify source of information to be entered 7 OUTPUT - Identify the use/s of informalion generated by system
Agendas, committee meetings minutes, and Supports legal and palicy directives.
correspondence. '

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms
contained in a series. Include purpose and function of the system.

Self Insurance Fund Committee agenda, committee meetings mlnutes and correspondence supporting legal and pollcy
directives of the committee.

~

9 POLICY ON ACCESS AND USE — Explain or attach copy if established in writing.

Accessed by Risk Management personnel

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

Update as needed.

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the recard's retention and usability throughout the record's authorized Ilfe cycle

Stored on network J:/ Drive

12 RECOMMENDED RETENTION

Permanent. Retain for 50 years, then transfer to the Maryland States Archives for permanent retention. If scanned, scan
paper in accordance with Maryland State Archives standards, destroy paper and transfer images to the Maryland State

Archives.
13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER 15 DATE
PREPARER
410-222-1591 © | 712212019
Nicole Liening

16 TITLE OF PREPARER

Safety & Insurance Manager

DGS 550-6 (rev. 10/12)




Instructions —Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

‘DEPAR"TMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIV!SION_
7275 Waterloo Road, P.Q. Box 275
Jessup, Maryland 20794

AGENCY RECORDS INVENTORY

4 2{)

PAGE OF

- 410-788-1930

1. Department/Agency

Central Services/ Risk Management

2. Division
Safet_y :

k3 Unit

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition

purposes.

4. Record Series Title 5. Earliest Year/Latest Year
Safety 1977 to__ Present
F. Training Files

series.)

Files contain attendance records, course descriptions and dates given

6. Record Series Description (Briefly describe the types of informaltion/documents/forms found in the series. Include the purpose or function of the

7. Racord Saries Format(s) List all 8. Record Series Sequence 8. Volume
. i
B Latter Size [ Microfim [ Alphabstical Number
O Logal Size O Gomputer Tape [CJ Numericat (] File Drawer(s)
[ Micrefilm Rasl(s)
[ Audio Tape [ Floppy Disk {1 ¢hronalogleat [ Gomputer Tape(s)
[ Other {spacify).
[ Bound Book ] Video Tape [ Geographical
- 100 Annual Actamutation
[ Other (specity), [] Other (specity) _____ A
Number
[ file Drawer{s)
[ Microfitm Real{s)
[J Computer Tape(s)
B4 Other (specify)__Folder
11. File is Used 12, File Becomes Inactive Attar
' : )
O Daily [ waekly [ montnly X Annualty Numbor [ month(s) . Bd Year(s)

]

13. Current Location(s}
2660 Riva Road, 3" Flaor

(Bldg., Floor, Room}

O Yes

14, Is Record Series Duplicated Elsewhere? ({If yes, spacify agency ar offics.}

B No

15. Access Restrictions (If Yos, cite Law(s) & Regulation(s)

[ ves B no

16. Audit Requirérnents

B None [] State [] Faderat [ Independent

b,

ents

17. Is an Index Systam used? If yos, explai

[ ves B no

brisfly and d\

18. 'Recommended Retention

Retain for three {3) years from class date.

19. Name and Title of Preparer

Nicole Liening

20. Telephone Number
410-222-1591

21, Date
4710119

DG5S 5504 (Rev. 1/93}




Instructions ~Type or Print a separale form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1}

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterdoo Road, P.O. Box 275

Jessup, Maryland 20754
410-786-1930

1. Department/Agency
Central Services/Risk Management

2. Division 3. Unit

Insurance

purposes.

DEFINITION: RECORD SERIES: A group of retatad records normally filed and used as a unit for reference as well as retention and disposition

4, Record Series Title Self Insurance Fund

5. Earliest Year/Latlest Year
2010 to Present

C. General Lisbility Files

¢C

6. Record Series Description (Briefly describe the types of Information/documents/forms found in the series. Include the purpése or function of the
series Records refated to the self-insuring functions of the division under the following titles.

7. Recard Serles Format(s) List all
B/Lenei Siza [ Miceofim ’
[Otegatsize  [J Computer Tape

O Awtio Tape  [J Flappy Disk

[0 8ound Boak  [] Video Tape

(0 Other (specity). . ...

8. Recurd Series Sequence 6. Volume

2
] Aiphabetica! Number
m,Numerlcal [ File Brawer{s)

[ Microfiim Reel(s)
[J chronelogical [ Computer Tape(s)

PAGE _\SS_ oF ao

[Bther (specify) High Density Rolling File System

[ Geographica!

10. Annwal Accumulation
O] other {specity} 200
Number

] Fite Drawer(s)

[] Microfitm Raal(s)

3 Computer Tape(s)
ﬂ{)ther (specify} Foldars

11. Flle is Used

II/Danv

[ Weekty 3 Monthiy

[ Annuatiy

12. Filo Becomes Inactive Aftar
&
Number

DwMonths)  [d¥ears)

13. Current Locatlon(s)  (Bldg., Flaor, Room)

2680 Riva Road, 3@ Floor

O Yes [INe

15. Acoess Restrictions (If Yes, cite Law(s) & Reguiation(s)
[ Yes No

18. Audit Reguirements

[F'Nona [] state [J Federat [} indepondent

3 ves

17. Is an Index System used? If yes, explain briefly and describa requirements
[ ?{lo

18. Recommended Retenticn

retain for five (5) years past 18" birthday.
Closed — Retain for f!ve {5) years then destroy.

12. Name and Title of Preparer
Helen Cosner, OSA Il

20. Telephone Number | 21. Date

410-222-7630
7/20M17

DGS 550-4 (Rev, 1/93)

1415 Rotord Series Duplicated Elsowhere? (I yos, specity agency or office.)

Qpen & Active — Retain until file can be placed in closed files. If minor,




Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES : AGENCY RECORDS INVENTORY

, each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Resords Retention Schedule (DGS 550—1? 7275 Waterloo Road, P.O. Box 275 PAGEAQ_ oF ao
Jessup, Maryland 20794
. 410-7689-4930
1. Department/Agency 2, Diviston 3. Unit
Central Services/Risk Management Insurance

[T DEFINTTION: RECORD SERIES: A group of related records normally filed and Used as a UNit Tor reference as well as retenfion and disposition

purposes. )
4. Record Series Title Self Insurance Fund 5. Earliest Year/Latest Year
g D 2010 to Present

6. Record Series Description (Briefly describe the types of informationidocumentsfforms found in the series. Include the purpose or function of the
series Records related to the sel-insuring functions of the division under the following titles.
D. Automobile Liability and Comprehensive/Collision Files

7. Retond Sarios Farmat(s) Listall 8. Record Series Sequence 8. Volume
2
Eﬁm sze [J Microfim [ Alphabetical Numbar
O vegalsize [ Consputer Tapa E‘ﬂumarical [ File Orawer(s)
[ Microfilm Reet{s)
[J svdic Tape [ Fioppy Disk O chronslogical - | [ cCemputer Tape(s)
[Bé:: (specify) High Dansity Rolling File System
[J Bound Book [ Video Tape [ Geogmphical . ) '
10. Annual Accumulation
O other (specity)____ } 3 other (specity) ____ 200
Number
[ Flle Drawer(s)
[ Micrafilm Reels}
[0 computer Tepa(s)
K Other (specify) Folders
11. Fila is Used 12. Flle Becomes Inactive After
]
E{aﬂy 3 weekly O Morthiy [ Annually Nurnbiet 0 Menih(s) Wear(s]
13. Cumrent Location(s} (Bidg., Floor, Room) 14. Is Record Serles Duplicated Elsewhere? (H yes, specity agency or office.)
2660 Riva Road, 3" Floor O Yes Lo
15. Access Restrictions (if Yes, cite Law(s) & Regutation(s) 16. Audit Requirements
Oves [
[@None [ State [ Federat [ Indepsndent
17. is an Index System used? H yes, oxplain briefly and deseibe requirements 18. Recommended Retention
[ ves m’ﬁo ! . . "
Open & Active — Retain untii file can be placed in closed files. If minor,
retain for five (5) years past 18% birthday.
Closed ~ Retain for five {5) years after occurrence date then destroy.
18. Name and Title of Preparer 20. Telephone Number | 21. Date
Helen Cosner, OSA Il 410-222-7630
7120117

OGS 5504 {Rev. 1/93)



Instructions ~Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
each new o revisad record series. Forward RECORDS MANAGEMENT DIVISION
with Resgrds Retention Schedule (DGS 550-1) 7275 Watertoo Road, P.O. Box 275 PAGE g O o ag
Jessup, Maryland 20794
. 410-788-1830
1. Department/Agency 2. Division ‘ 3. Unit
Central Services/Risk Management Insurance ’

DEFINITION: RECORD SERIES: A group of related records normally filed and used as a unil for reference as well as relention and dispasition
purposes.

4. Record Series Title Self Insurance Fund E 5. Earliest Year/Latest Year
3 2010 to Prasent

6. Record Series Description (Briefly describe the types of information/decumentsforms found in the series. Include the purpose or function of the
series Records related to the self-insuring functions of the division under the following titles. '
E. Miscellansous Claims — Contains claims against the County that are not contained in 7C & D.

7. Record Series Format(s} Listall 8. Record Series Saquenca 8. Volume
1
Izﬂener Sze [J Microfim O Atphabstical Numbar
[ Legat size ] Computer Tape m.m'lariw [[] Fite Drawerts)
3 Micrositm Reel{s}
[J Audlo Tage [ Fioppy Disk [ Chrenotogicat [ computer Tape(s}
. [=Drthar (spacify) High Density Rollinp File System
[ eoundBeck [ Video Tape ] Gaographicat
10. Annual Accumulation
[J Othes (specit) [J other (spacity) 100
' Number
[ Fite Drawer{s)
[ Microfim Reet(s)
g}cmpmer Tapa(s)
Other (specify} Folders _
11. File |s Used 12. File Becomes Inactive After
]
m{aﬂy O weekly O monthiy [ Annuaky Number [J Month{s) lﬁ Year(s}
13. Cumrent Logation{s)  (Bldp., Floor, Room) 14. Is Record Series Duplicated Eisewhera? (If yas, specify agency or office.)
2660 Riva Road, 3* Flaor : OYes Ao
15. Access Restrictions {If Yes, cite Law(s} & Regulation{s} 16. Audi Requirements
[l ves Bio
PZrone (Jswte [ Federal [J independent
17. Is an Index Sy;yfsed? i yes, explain briefly and desceibe requirements 18. Recommended Retention
Yes No
s 7 Maintain for five (5) years after occurrence date then destroy.
19. Name and Title of Preparer 20. Telephone Number | 21. Date
Helen Cosner, OSA Il 410-222-7630 712017

DGS 5504 (Rev, 1/83}



